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12 October 1973

MEMORANDUM FOR: Chief, Administrative Staff, OBGI
Dvision and Branch Chiefs,
Cartography Division
Qeegraphy Division
Map Library Division

SUBJECT i+ JPersounel Evaluation

REFERENCE : DDI Notice 20-94, dated 10 August 1973,
same sabject

1. As stated in Refarence, all DDI suparvisors must inform
each gubordinate ia writing of the duties on which he or she will be
svaloated and of the criterjia by which specific ratings will be deter-
mined for theae duties. Tha purpose of this memorandum ie to
sncourage OBQL supervisors to get started with the task, and to
provide additional guidance that will help smooth the way.

2. A Memarandum of Instruction which informs sa employes of
his duties will, obviously, reflect the existing job description. But
this i1» only a point of departure. The Memorandum of Instruction should
undertake to:

8. Pelot up the individuality of the job and its features
you fael to be most important.

» Instruct .the job should be carried out, empha-
sizing ss appropriate such factors as tact, initiative, rigor,
consistancy, coordination, technigue, standard or innovative
precedures, eic,

e. Identify standards of performance expected,

4. Establiah gopls or objectives which are measurable
in ths ssnse that it will be clear when they have or haven't
been mat,
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3. Soma wggtac of Memorands of Instruction, as well as two
veprints dealing with the subject, are attached. You are free to
follow these samples closaly or to modify them. I require only that
your memos:

a. cover the four areas of subject matter cited in
paragraph 2, above;

5. are clear and specific;
. &re 8o longer than 2 - 3 typewritten pages;

4. are written in terms of the individual addressed
-» {, @, , are persondlized;

. lastly, and i:ﬁpormut!y, are discussed with the
employss concernsd to get his or her inputs before being
put in final form,

4. This is & time-demanding operation which must be completed
before 30 June 1974, and you should not let it drift. As completed,
your mamorasda should be disseminated as follows: 1 to employee,

1 to supervisor, 1 to St/A through DD/BAGL.

8. You should QQt&%iﬁth procedures which will assure that each
Memorsndum of lastruction is reviewed annually, or more often as
desivable, for the purpose of revalidation and updating.

Birsctor
Basic and Geographic Intelligence

Attachments; 3
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